
How to attach a file(s) in Gmail 
 
 1 - Click 

Compose Mail 

2 – Enter 
recipient(s) 

3 – Click 
Attach a File 

4 – Select 
where to get 
the file(s) 

4 – Navigate / 
Select where to 
get the file(s) 

5 – Select your file(s).  
(Hold down the Ctrl key 
to select multiple files) 6 – Click Open to 

attach the file(s) 

Note your 
selected files will 
show here 

When attached they 
will show here.  If 
you change your 
mind then clear the 
relative tick boxes 

7 – Click Send 
when your email 
is ready 


